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OVERVIEW

Mailpiece Design — Introduction:

The MQC program is the Postal Service’s certification program for mailpiece design. Recently
revised, the program is all new for a new millennium. The course is designed for individuals
responsible for creating mailpieces for entry into the U.S. Postal Service’s mailstream. After
completing this course, you will better understand the acceptance requirements of the USPS as
they relate to mailpiece design.

The program incorporates a self-study guide in which you learn at your own pace. When you’re
ready to take the examination, please fill out the MQC Order Form requesting the final exam. If
you pass, you’ll receive a certificate recognizing you as the “Mailpiece Quality Control
Specialist” for your company. This course will give you the confidence that your mailpieces will
qualify for postal discounts and meet all relevant standards for mailing at the rate and class you
desire.

Website: http://ribbs.usps.gov/

Cost Depends on what the customer has ordered.
e Option 1: Administrator’s Guide $25.00
e Option 2: Student Package $50.00 (Qty Less Than 10)
or
$25.00 (Qty 10 or More)
e Option 3: Resource Kit $20.00
e Option 4: Final Examination $25.00
Audience: e Anyone interested in becoming a Mailpiece Quality Control Specialist

Customer Support:
e Refer all calls to the MQC Representatives (call 1-800-331-5746 and ask to
speak with a MQC representative)

Technical Support:
e Account Maintenance / Setup
e Update MQC Certified Specialist List
e Create Customer Certificates
e Respond to E-Mail Account
e Create/Grade MQC Specialist Exam
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The information on the following pages will provide instructions and visual aids to assist the
student in the MQC website.

To obtain MQC information, please type in the following website URL address:

http://ribbs.usps.gov/

| RIBBS Home Page | File Librares |

lHH'r Hone Page
Searchihe USPs
AP

Tk Comlivny

ZIP Cinfes
Chame of Addliass

RIBES L inks

Browser Congpatibilty
Rilivess Chame Serdce
0O Testam

AWIEE

AKE AP

Customen Sappoit Falings
LIS dsaldicaion
Corpeorate Flats Strateqy
[

DSF Funl Geaapation
DENS

EDL & ATLAS

FAST Satacs Visihilty
FAS T w ol &

Feilenal Regester Hotices
Wilernatlonal

MAL Batcl
BRI

MITRT
HCOR-k
PAGE

= NATIONAL CUSTOMER SUPPORT CENTER
UMITED STATES POSTAL SERVICE

ke bormakHown ), “TEEDT e, alkxtekonmrt Mo s, "R DL, 00 e
Witeloaame 10 1lve United Stitas Postal Sendce Rapdid fafoinadioor BiaWeoir Soard Spstemtwelisie

| An Important Note for RIEES Subscribers ]

USPS Information

Impacted Delivery Areas

Bt WA IS S, COCOmITIEIG ainns iew s seraceupdatas. i

Mailer News . ..
[ ThelatestPostalandMailei News M USPSwcom |

14 ale kit ! M 3
: nhbng-mmu: r.pav

| usps 2001 Press | uses 2002 press | uses 2003 press | uses 2004 press |

On the left hand side under “RIBBS Links” click on “MQC” and the next screen will appear.
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On this main menu select an option:
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Select from the following choices:
MQC Overview — An overview of MQC (please refer to page 6)
MQC Order Form — Order form (please refer to page 7)

MQC Examination — The on-line exam can be completed when the student receives their

‘Confirmation Number’ (please refer to page 9)
MQC Specialist List — Provides the Company/Specialist Name, City/State, and
Expiration Date

MQC Documents — Consists of the above choices/selections plus more (please refer to

pages 23 and 24)
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This is the MQC Overview:
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See page 3 for the overview statement.
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This is the MQC Order Form:
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This MQC Order Form is a manual process; orders are not taken over the telephone. The order
form is completed by a company representative or customer and submitted (instructions are on

the order form) with payment to the National Customer Support Center Accounts Receivable
department, checks are payable to the United States Postal Service. Once payment has been

received, MQC administration will generate a confirmation number for each exam ordered. The

examination confirmation number(s) will be sent electronically to the customer or company

contact. It is imperative that an eMail address is provided on the order form.

NOTE: The student has six months from the order date to complete the examination. After
six months the confirmation number expires and a new order form and payment must be
submitted.

NOTE: Option 2 and Option 4 offer the choice of either the (hardcopy) or (on-line) examination,
please check one of the boxes for the type of examination you want.
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COMPLETING THE MQC ORDER FORM
The company or customer will need to complete the following sections on the MQC Order Form:

- Customer Information (Please Print) — All fields in this section are required:
e Contact Name (Administrator’ or Student’s name)

Company Name

Street Address (Number, Street, Suite, Apt., etc.)

City

State

ZIP+4

Foreign Country Name (When Applicable)

Telephone Number (Include Area Code)

e-Mail Address (Contact’s e-Mail Address)

- Ordering Instructions (Please fill in only the sections that apply):

e Option 1: Administrator’s Guide (Fill in the Quantity and Purchase Amount as
applicable)

e Option 2: Student Package — Includes hardcopy (Fill in the Quantity and
Purchase Amount as applicable) NOTE: - Student Guide is available for
download at http://pe.usps.gov/ free of charge.

e Option 3: Resource Kit — Includes Publication 95; Quick Service Guide;
Publication 32, Glossary of Postal Terms; Notice 67, Automation Template;
Notice 3-A, Letter-Size Mail Dimensional Standards Template; Item 07,
Automation Gauge; Postal Explorer CD (which includes the Domestic Mail
Manual, Quick Service Guides, Postal Zone Charts, Postage Statements,
International Mail Manual, Rate Calculator, publications and more); and current
issues of Memo to Mailer; Postal Bulletin; and Mailer’s Companion. (Fill in the
Quantity and Purchase Amount as applicable)

e Option 4: Final Examination (Fill in the Quantity and Purchase Amount as
applicable)

- Payment Method (as applicable). Make check payable to the “United States Postal
Service”.

- When complete please fax to the fax number on the order form or mail to the address on
the order form.
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MQC Examination:

On the examination screen below enter the Confirmation Number then click “SUBMIT”.
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NOTE: Students must complete the examination within 6 months and have up to 4
attempts to pass the exam from the order date, after which the confirmation number will
expire.

If the Confirmation number entered is not correct an error message (Invalid Confirmation
Number) will be displayed. Please verify the Confirmation number entered. Once the
confirmation number has been authenticated, the system will check to see if a student has been
assigned to the examination or if they will need to add a new student record.

The 508 compliant checkbox should be checked if the user needs handicapped accessible
screens.
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2

The below screen reflects the message of an “Invalid Confirmation Number™:
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Enter your MOC Examiration Cenfirmmahon Nurmbers

Try the Confirmation Number again in case of a keying error, then “SUBMIT” again.

Once the Confirmation Number is accepted, the next screen will appear and the student will

either click on the drop down arrow to see if they exist in the system or will have to Add A New

Student.
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The drop down arrow will display a list of students already in the MQC System. If the student
name appears in the list, select the name.

If the student name does not exist (do not select a name) type in the student’s Name, Phone
Number, and eMail address, and then click “Add New Student” and the system will add the new
student information.

Drop Down List of Student Name(s):
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Enter the new student’s information on the fields that apply (First Name, Middle Initial, Last
Name, Suffix-(Jr, Sr, III...), Phone Number, and eMail) and click “ADD NEW STUDENT"’:
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Updating student information:

If the student’s record exists in the MQC database, the student name, phone number, and eMail
address will be displayed.

The student may edit this information and click “UPDATE”. Student data will be saved. The
first page of the MQC Final Examination will display the student’s name.
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If the student gets an error message and is unable to access the MQC examination, it may be
their Internet Browser Setup that they need to adjust, please take the following steps:

Nowbkwbd =

Open “Internet Explorer”

Click “Tools”, and then click “Internet Options”

Click on the “Privacy” tab, and then click “Advanced”

Put a V (check mark) in the box by “Override automatic cookie handling”
Put a V (check mark) in the box by “Always allow session cookies”

Click “OK” and EXIT Internet Explorer

Re-open “Internet Explorer” and try to access the MQC examination again

If the above steps do not work then please call 1-800-238-3150 and ask to speak with someone in
the MQC Department and they will assist the student further.
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Once a student has been assigned to the examination, the screen below (MQC Final
Examination) will appear reflecting the student’s name and current round number:
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Student begins the exam by selecting a radio button next to the answer. While in the exam DO
NOT leave the system idle for more than 30 minutes because it will log the student out of the
system and any work that was not saved will be lost.
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The student will start choosing the answers by clicking only one radio button for each
question number. There are 100 questions.

If the student has not completed the exam and wishes to finish at a later time, click “EXIT
TEST”; the system will ask the student if they want to “Save Your Work? YES or NO”. This
will not count has an attempt or round as long as the student does not click ‘Submit’ after all 100
questions have been answered. If “YES” is clicked it will save your answers, if “NO” is clicked
it will not save your answers, (see the next screen that will prompt the student to save their
work).
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This is the screen that will prompt the student whether they want to save their work or not:
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When the student is ready to start the exam again, just re-enter the same confirmation number
and click “SUBMIT?”, then enter the “Last Name” (which will be the student’s last name for that
exam) and click “SUBMIT”. The system will bring up the exam with the previously saved

answers.

The below screen is where the student will type in their Confirmation Number to re-enter the
exam and then click “SUBMIT”:
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The next screen is where the student will enter the “Last Name”, then click “SUBMIT":
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The below screen shows the student they are back in their examination, it will reflect the

student’s name and the current round number:
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NOTE: When the student has completed the exam (all 100 questions have been answered) and
wants the exam to be graded/evaluated, click “SUBMIT”.

If the student wants a copy of the exam’s questions and answers (and if their company permits);
they will need to “EXIT TEST”, save the work, and go back into the exam and click “PDF of
Questions” and view/print the exam, then click “SUBMIT” so the system will grade the exam.
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Before the evaluation process begins, the system will verify that all questions have been
answered. If there are any unanswered questions, the following screen will be displayed stating
“You have not answered the following questions: 21, 22,...”. As shown below, a listing of
unanswered question(s) appear. Click “RETURN” to go back to the examination and answer
the unanswered question(s). Once the questions have been answered, click “SUBMIT” again.
If the student does not wish to return to the exam, click “EXIT” to exit the examination. The
student will be prompted to indicate whether or not to save all current answers.

Since the exam was not evaluated this does not count as an attempt and the student will remain
on their current round number.

| RIBRS Home Page | Fie Libraries. |

Quick Links —

USPS Home Paie
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Stanps

Teack Cordinm

I Codes
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DSE 2nd Gener ation 21,22 23 24,25, 26 27,28 29,30, 31, 32 3% 34, 35, 36,
;": P 37,98, 30, 40, 41, 42, 43, 44, 45, 46, 47, 48, 49, 50, 61,62,
FAST SiTace Visiiliy 53, 64,86 66, 67, b8 5O 60, 61, B2, 63, 64, 65, 66, &7, 58,
FASTIarward: B, 70071 T2 TR T4 TR TR TTUVE. T80 81, 82 85, 84,

Fidaral Register Hotices af. G687 8589, 90.91. 92 9394, 95, 96, 97. 95. 99,
T isatiomal 100
LACE :

LALSE

BN Flikel Examifoation Resiis 12253 PM

MeoAlr RETURN | (ExT |

FrRGE :J

If the student clicks “RETURN?”, the first page of the exam will be displayed. Answers can be
revised and the exam can be resubmitted.

If “EXIT” is selected from the previous examination results page, then the student will be asked
if they want to “Save Your Work? YES or NO”. Click “YES” to save all work (all currently
selected answers). Click “NO” to exit the examination without saving the latest answers.
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To re-enter the examination, enter the ‘Confirmation Number’ click “SUBMIT” and then enter
the ‘Last Name’ and click “SUBMIT”. It will bring up the examination screen for that
confirmation number reflecting the student’s name and current round number.

If “EXIT” is selected it will return the student to the initial MQC page (refer to page 5).

The below screen the student is re-entering the exam, so they need to enter the ‘Confirmation
Number’ and then click “SUBMIT”:
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ﬁ
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After entering the confirmation number, the student is able to answer the questions or edit
answers as desired.

i
| RIBBS Home Page | File Libraries | l'ldhs

P i Bt Bodnd Sywers

| RIBES Links
Geming Staned iy MO Firad Exsnnination
3 Ronad T
A0S Sureey 10029 AM

Aalifrass Chamge Sarace JANE DhOE
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‘iﬁ;émw For Help Calls 1-800-331-E748 Ask for MOC Department or email: MOC NCS0EUSES GOV
AMS AP To learm honw we use the informnation youw provide. please read our Privacy Podcy
MLiuk
£ags™

coseporonss || (SO M| KSAESTA) o To poge- 25115 611 5101 o o Questons

Lorpeorate FIabs Steataeins
oY

DS 20 G i ; : % 1 {
eyl HE— Instructions: Answer each quastion by dicking on the button nest o vour chaice.

EDL & ATLAS Should yau mark an incorrect answer, simply dick on the button nest favour revisad

FAST SanTace Visibilig chioice.

FASTIcawad s

Fealeral Register Htices

Errlensstiomal

LACSYR® 1. which of the following postage payment methods glways requires a refurn address on

HAC The maipiecey
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B0 = parmit inprint
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B Upidate P ;
MTAC ~ rnetar stamps.

HOOpE © nona of the sbave.

OpeCade FOLUTION ':|
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Once the examination has been completed (all questions answered) click “SUBMIT” and the
exam will be evaluated.
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After the “SUBMIT” has been clicked, the below examination results and the following
message will appear advising the student of their examination score:

Quick Links =

USPS Honse Rarge
saarclthe USPS
St
TeackConding

I Codes
Chaiige of Rilifvess

Browser Compatibilty
RAdlrass Changs Sardce
0% Tasting

AIHEE

RIS AP

| RIGRS Home Page | Fia Libraries |

BOC Fial Examinartion Resrits 1234 PM

Tour MOIC Exarnination Results

Lt o Sugport Puiligs —
0 Oualification
Coapor ste FLAS Steal e
Y

I¥SF #nd Gener ation
[5MS

B & ATLAS
FASTSintace Visihilliy
FRSTTarwarde

Federal Register Notices
Tied iatiomal

LALS

LACS-T*

Exarmnation Score; 853

Congratulations on passing the MOQC Cerification Test!
“four narmne will now appear on the MO Certfied Listing.

Exmi

A score of 90% or higher passes the MQC examination and the specialist is now certified
for two years. At this point the examination process is complete and the student’s name will be
added to the MQC Certified Specialist list. The student will receive an MQC Certificate, an
official letter from USPS, and an MQC Specialist lapel pin within 7 to 10 business days. Click
“EXIT” to exit the MQC Final Examination Results page.

July, 2006



MQC On-Line Examination User Guide

If the examination score is less than 90%, the student has failed the exam. If the number of
attempts is less than 4, the student can elect to return to the examination immediately by clicking
“RETURN”. The student can exit the examination and try again at a later time by clicking
“EXIT”. The student will be prompted to save their work (Save Your Work? YES or NO).

To re-enter the exam, simply enter your confirmation number and last name. All your previously
saved answers will be selected including the incorrect answers; only change the incorrect
answers. If the student only changed a portion of the incorrect answers, then click “EXIT TEST”
and save the work, but if ALL the incorrect answers have been changed, then click “SUBMIT”
and the system will grade the exam for the next round.

After each exam evaluation the round number will be incremented. The fourth round is the final
round after which the confirmation number expires and will not allow any further attempts. A
new order and payment must be submitted and sent to NCSC to get another confirmation number
and exam.
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The student can request a print out of their examination’s answers by clicking on “EXIT TEST”
and save the work, then go back into the system and click on “PDF of Questions” (the company
can elect to suppress this option) and after the student prints the exam, they can click
“SUBMIT?” for the system to grade the exam.
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Imstnictions: Answer each question by dicking on the button nest to your chaice.
Should yau mark an incorrect answer, simpd: cick o the button nest 1o vour revizad
chioice

1. Which af the following postage payment methods always reguires a refum
addrass on fhe mailpiecs?

it impent,
= precanceled stamps.
© meter starmps.
 nong of the above
2. The Fostal Service's dalivery confirmation sem‘-:?e affers o options. & retal
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Once the “PDF of Questions” is clicked the below screen will appear and the student can print
their information by clicking on the Print Icon, see the examination below:

h- Lo -8 F P [E 14 4 b M|[# % | B0 -8 OOEOEE
% |B-F-L-BEEEI0

o3 -

5

MQC Final Examination
Round 2

(256 PM

SEVEN TESTER

Instructions: Answer cach question by clickig on the butlon nest e vour choiee. Should vou mark an
incorrect answer, simply chick om the button next i vour sevised choee

[ Sgnatvres | Comments | Thumorsls | Bookmarks:

1. Which of the [llowing postage payment methods alvwavs requires a retum address on the malpiece?

(3 permit imprim

W precanceled stamps.,
=3

I meter stamps,

A

el

mone ol the aboye.

a0 41 F W BExiln O H M 4| .

NOTE: If the student wants to print the questions and answers for their exam, they must click on
the “PDF Questions” before clicking “SUBMIT”; otherwise, once they click “SUBMIT” the
exam will be graded/evaluated and they will not be able to go back into that exam round and
print.

N
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MQC Specialist List report:

Please select the version type of either HTML or PDF:
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This is the “PDF” version MQC Specialist List file. This list provides the Specialist/Company

Name; City and State; Expiration Date:
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Below is the MQC Documents screen. Click on the desired file name to open.
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Exmarronatica,

The above screen MQC Document provides choices which have been mentioned above on the

MMOUSELESTULY FDE

E3E533 Byres QE200G 02Z240 FM MO Self Shedy

Starter Gade

other previous MQC screens. These documents consist of the following:

MQC Overview — (Available in PDF and RTF formats)

MQC Order Form (ps5112.ctm) — (Available in PDF format only)
MQC Specialist List — (Available in PDF and RTF formats)

The other unmentioned documents are as follows:
MQC Resource Guide — (Provides various URL links for other publications, which can
be helpful when researching a question on the exam)
MQC On-Line Exam User Guide — (Provides visual and text aide for the on-line exam)
MQC Self Study - (This is the MQC Brochure, not the self study guide)
The MQC Self Study Guide direct URL is:

http://pe.usps.gov/mpdesign/misc docs/mqgc.pdf
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